
Cancelling a PCS Order  

  
Introduction This guide provides the procedures for cancelling a PCS order in Direct 

Access. 

 

Note: If the PCS order is in an Authorized or Ready status, only PSC 

Assignment Officers can cancel the order and/or TONO. If the orders are in an 

En Route or Finished status, the Servicing Personnel Office must cancel the 

order. 

  
Procedures See below. 

 

Step Action 

1 Select PCS Orders from the Orders pagelet. 

 
 

2 Enter the member’s Empl ID. Then click Search. If necessary, click on the 

appropriate orders from the Search Results. 

 
 

  

 Continued on next page 

  



Cancelling a PCS Order, Continued 

  
Procedures, 

continued 
 

 

Step Action 

3 The PCS Orders will display. Notice these orders are in a Finished status, so the 

SPO must cancel them so the Assignment Officer can reissue new PCS Orders. 

 
 

4 Select Cancel Order from the Order Action drop-down, then click Go. 

 
 

5 This will open the Approval tab. Enter any comments, then click Submit. 

 
 

  

 Continued on next page 



Cancelling a PCS Order, Continued 

  
Procedures, 

continued 
 

 

Step Action 

6 The Cancelled Orders will be routed to the SPO tree for approval. 

 
 

  

  


